B AR E 3h 22 FE [ 3R

VACANCY ANNOUNCEMENT

LHES :

Announcement No. A-09-020
—EEFTIVA :

1% Cut Off Date 18 FEB 2009
SESAIE: BERTE ORI
Closing Date Open until filled
#£478:

Date of Issue 11 FEB 2009

1.B%7E R Job title (Z 4k Grade _1-4 /FBFEH LAD 2 )
Administrative Specialist, MLC #9

REBEWMEAOTRES X & No [O%& VYes
Acceptance at Lower Grade Trainee REUE#R Trainee Grade:

X £=#H% O Heex O &% - EHZR O =&E%
Administrative  Trade & Service  Security & fire Medical

EEAY

No. of Recruitment

4 SFEEHBH Area of Consideration

X 3 MLC/IHA ¢ %8 (EBBRMA)

Current MLC/IHA Employee within Activity

X3 MLC/IHA it £ B (BB M)

Current MLC/IHA Employee in commuting distance
(1B MLCIHAREE(ZTEBXKE)

Current MLC/IHA Employee Japan Wide

1 %

2.EBBX Activity

Commander, Fleet Air, Western Pacific (CFWP)
En#53mAR Working Place: ##f AL Oogami, Ayase-Shi

Aircraft Intermediate Maintenance Detachment (AIMD) Atsugi,

14} &R Off Base Applicant

5. FADFEHE Type of Employment
X MLC
0 HA

3. 507588 Work Schedule (3840  BERS%HIhr/wk )

[ e &l HPT
X #F Permanent

£)75 8 Work Days : Mon-Fri
#7585 Work Hours : 0700-1600
] & #h Night Shift X #& ¥ Overtime

] BRE Limited Term

X H3& Business Travel

6. /BN Duties

Serves Assistant AIMD Officer (AOIC) and Administration Officer. Provide administrative support to AOIC in managing the
department’s Temporary Assigned Duty (TAD) orders to included order modification, no-cost orders, medical evacuation, emergency
leave and travel claims. Tracks entire department’s leave to include unfounded Environmental and Morale Leave Program (EML),
Consecutive Oversea Tour (COT) and Oversea Tour Extension Incentives Leave Programs (OTEIP). Provides assistance to all MLC
with uniform item, time card and liaison for Human Resources Office (HRO). Performs other related duties as assigned.

7. B % Working Condition:

8.EREMH. BHEH Qualification/Physical Requirements

- One year of work experience in any clerical, administrative, or technical field or completion of four-year college in any field.

- Skill in operating a personal computer system (MS-Office Suite, Word, Excel) and typing skill.

- Ability to speak, read and write English at average proficiency level (LAD-2).

Instruction for Applicants:

Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of alien registration certificate
(both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.

Former US Military Members: Please attach DD From 214 to your application. Former military retirees must first obtain approval for
employment under foreign government from the Chief of Naval Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

i%%.{jj English Language Proficiency : DLZ\%U L None D*}Jff‘& Basic |Z|5Pff‘& Intermediate |:|J:?'f‘& Advanced D'%Eﬁo)ﬁ'éjj Exceptional

4 Educational Background : See Block #8 | $a&F&F. & T 5 License/Certificate Required : N/A

9.42H9 % £ M Application and Associated Documents

*[X 22 S A4 Application for Vacancy Announcement (HROY Form 1) http://hro.cnfj.navy.mil

*[X] BB FE#EESE Resume of Specialized Work Experience (HROY Form) http:/hro.cnfj.navy.mil

*MEEA X Complete * in [] HAEET Japanese [X] 258 T English [] &5 & T% Either

HR OB Z AT 255815, BEECLTUTOFELTLALTIIN, ERARES. K4, £FA B, EHE . Fir. 2B, NETLA
WRT L AL IR (Sth4 . A, B ERER. 3 LVEBNEL TR/ E) . Tobe considered for selection, resume must include at
least the following information: Announcement number, full name, phone number, address, SOFA status, education backgrounds, work experience (periods of
employment, company name, description of major work, weekly hours of work) Any special skills and licenses related to the duties of the position to be filled.

X #EFEDEEHZEEBAT 5 HDDE L Certificate of English Proficiency (Copy)

X 80 HIF£Eh{T L. BEEOHERS M KA ER/IVRERHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BFREELUNDFE X, SFEABFIER U /SR HR— ~/ZERED 3 E— For non-Japanese citizen applicants, copy of Alien Registration Card and Passport/Visa.

R LVE 5 for Job Inquiries R H % Office to Submit EHLITR For Official Use

HLERE $HLE S Office/POC T252-1101 IR #EEH K E
HRO Atsugi Satellite Office EAR £ ith A FEB Oogami, Ayase-Shi
0467-78-2661 (DSN) 264-3426 / 3624 [EARE A EH HRO BOX12

PDN: CFWP-30-002

k JE IR I ONRAT EHE AT E OFFY) B 2714 = & TlC LB FEFT %0 Z &, Send application and attachments to HRO Atsugi SO by 1500 of the Cut
Off/Closing date of the announcement.

sk B T MLC/IIHA BUE OB 20 7= L TV WS EEITREZE OISR L 72 0 £ A, Ineligible applicants will not be referred for consideration.
R PR SIS ERITRIE L LEWH A, Submitted applications will not be returned.


http://hro.cnfj.navy.mil/
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